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OGC HAS REVIEWED.
OPOSED ADHISISTRATIVE INCTRUCTION

SUBJRCT s FMPLOTUYNT OF CONSULTANTS AND EXPERIS

AR

1. Fffective thiz dute, all gonsul tants &nd experts whether
per diem, ¥:7 or ¥OC, will be processed for &ppointzment and the
mecesssr; security clesrance in the sume nanner as regular smploysed.
In the submission of & request for & Mersonsl Service Contract to the
proper FPerscnnel Division, there will be included information «8 Lo the
Jengts of time the individual will be used, whether on : one-time or
interaittent basis and the mstirsted yumber of hours or days er week
required, whether in ©Ii building® or at olher work locations, and any
other pertinent fRotors &t variance with the normel services of a
reguler emploves, Such information should Le sttached io only the

administrative coples of sauch Contract.

£. shen Tiret veporting for duty umier the approved Uontract, the
individual will be routed to the appropriste ‘ersornel Tivision for the

completion of the employment scticn.

3, Tize &nd Attendance Deports submitted for payment for services
of the expoeri or conpultsnt must refiect actual hours wrk&i, as well
a% carry & cortirication by the “hief of the Nivision superviaing the
expert or consultant. Appropri.ie supervision must be exercised over
the use of these emplovees tu insure that their services are being

utilized in acoordance with Ajency regulations.
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= C(UNHDENT -

L. 7Tn order to insure conformity with existing laws, the following
certification will be signed by the expert or consultant on the reverse
el the Tims and Attendunce Report:

"Y1 sertify that on the deys covered by this repors, during
which 7 wiés employed by CJA, I have not received nor will I
claim compeusation frow any other Jovernment :genty, urless

otherwise noted .Y

5« &}) outstarding contruact employee's appointments wiil bs reviewsd
by the Ptersonnel Divisicne ce of 30 June and 31 December, Hecomrendation
for renewsl or canocellstion will be requested of t,zée appropriate Asaistant
Divector or Staff Chief,

6. tnon determination that & sontract emploveet!s services sre no
longer required, the fssistant Director or Starff 'def concerned will
notify the Personnel Nivision to initiate the proper Finsl Payment
Jlearence Sheet and present wriitsen rotification tu the contract emplovce
of effective date of terminetion, Any outstanding indebtedness to the
Agency will be referred to the appropriate office for settlement prior

to proasusing of the termination action,

CUNFIDENTIAL
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